<
How do I attach a new

requisition to an old purchase LI

When a buyer is required to attach a newly created requisition line from ePro8 to an old purchase order
or one that has been converted from Oracle.

| Login | I::> 1. Login into the PeopleSoft system and prepare to select a Requisition.

1L

Adjusting the Purchase ‘ [ 2. Prior to adding new requisition lines to an existing PO, you will need to

Order update the PO Status on the purchase order.

Select Target Requisition |::> 2. On this panel you will start with selecting the target requisition.
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Step 1: Login

» Launch the PeopleSoft Signon from the Novel Application launcher.
o Connection type “Oracle” (Defaulted)
o Database Name “FMSPRD” (Defaulted)
o Enter your login name. (UPPERCASE only)

o Password is your login name (lowercase only)

» Click “OK”
PeopieSoftSignon |

FeopleToolz 762
Copyright [c] 1988-1999 PeopleSoft, Inc.

&l rights rezerved.

Enter Signon [nformation Below:

Connection Type: I Oracle j
Databaze Mame: IFM SFRD

Operatar 1D: [JPSPEROS]

Pazsword: I

k. I Set Pazaword... | Cancel
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Step 2: Adjusting the Purchase Order for additional lines

When adding additional lines from a requisition onto a previously built purchase order, the first thing that must
happen is that the purchase order must be changed from “Dispatched” to “Approved”.

From the PO Workbench, select the appropriate purchase order and click on “Update”. Access the header tab and

4
click on the “Header Change Order” button , with this action you will change the PO Status from Dispatched
to Approved.

Manage Purchase Orders - Use - Purchase Order
Fle Edit View Go Fav Process Inouiie Report LENL Help

EHB@' [EIREE] g;lDJ@J_l@¢=> LA

es | Schedule Header | Comments |

Unit: LBML PO: 0000009 Change Order: 1 ‘
Yendor: BOISECASCA-001 PO Date: 06/23/2002
PO Type: G eneral =~ Merch Total Amt: 4000.00 usoD
PO Ref ITeSt PO Adjustment:
Qrigin: lmj Online DE PO Total Amount: 4000.00
‘Status Values

Bill Addrs: BILLTO j

PO Status: Approved
F Tax Exempt ID: [SRCH21-8356970

Receipt: Not Recvd

-Process Control Option

Budget Check: “alid

I Further Processing
q ) rActions

I Dispatch Method: IPhone j

Fl=[-[a[=]=]

¥ | Post Document Acctg Date:  [06/238/2002
Template: STANDARD j

[ [ [Header |Update/Display

st | @ F3 0 4 1) || EHow dol atizch & Fieui.. | B8 Manage Purchase Order.. | [ Manage Purchase | PintKey 2000 v5.04 [INTSEES sz

After the change in status, uncheck the dispatch checkbox to disable this until you’ve completed the purchase
order. After you’ve attached the new requisition and completed the purchase order, you will have to check this
box for it to be dispatched.

Click the Save El button to complete this action.

Once the PO is in the approved status, you will be able to access the order on the Requisition Selection Sourcing
panel.

A second option is going to the “Lines Panel” for a specific purchase order line and accessing the “Line Detail”

sub-panel. Once there, you can click on the “Create Line Change” | icon, which will also drop the PO Status
into the approved status.
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Step 3: Selecting the Target Requisition

From the Requisition Selection panel, you can select the requisition that will be sourced to the specific
requisitions. You can use a variety of selection criteria to select the Requisitions to choose from.

Go

Administer Procurement
Manage Purchase Orders
Use

Requisition Selection
Select Criteria

R R VAR (Y

The Requisition Selection panel displays

Manage Purchase Drders - Use - Requisition Selection _[O]x]
File Edt View Go Favortes Use Process Inguie Report Help

alesx| wHE el & om| S5 2] Ev sl

Select Crteria | Sourcing |

~Criteria

| Eépgcifig Buyer I j Sort By: Ilfem Description j
™ Specific Vendor Iij Max Rows: W

™ Specific Category l—j

™ Specific Requisition lij

¥ Include Reqs With No Vendor

Fetch button or
CéSparkyB’

~ Include Inventory Items

|Select Criteria |Update/Display i

Click on the following check boxes:

e Specific Buyer

Select your name from the buyer’s list in the drop-down values.

&3
Once completed click on the Fetch [ button.

4 of 6 \WOPSNOV I\HOMES\PRP\PRP-Project\TRAIN\Training Documents\Purchase
Order\Add a Req to an exsisting PO.doc



S

How do I attach a new

requisition to an old purchase LI

order?

Manage Puichase Orders - Use - Requisition Selection

File Edt Yiew Go Favoites Use Process Inquie Repont Help
3|8 8X E&| == v
Select Crteria Sourcing |
Sourcing Options
PO Itm Vnd: No Edit Required - ‘ &G | £ ‘ | ‘ ‘ ‘ | | ‘
™ All Lines From Req ~ Define PO ¥ Check Item Available 1to1ofl
PO Long Requisi|Re 5 =
/__\Vendor ShortName UOM ‘ PO Qty | Item Deser D Lin uo ‘Quanmy‘Open Amount|
Q EA 5.00 TEST PO 00000001 (EA 50 2500.00
Sourcing Update/Disglay

Add or change the vendor to the same vendor that is on the purchase order.

—=  Once the vendor has been selected click on the selection box.

After you’ve activated the “Selection Box”, click on the “Staging Icon”.

Manage Purchase Orders - Use - Requisition 5election

Fle Edt View Go Favortes Use Figoess Inquie Hepoit Help
Ble(ex ] Bl Elelvl]
Select Crteria Sourcing |
Sourcing Options PN || | | | ‘ G t St .
PO Itm Vnd: [No Edit Required 7l ‘ & | _Q( ‘ = | )1| 1 I A O 10 otaging
, , , 7 Icon
I All Lines From Req ¥ Define PO ¥ Check Item Available 1101 of 1
PO Long Requisi|Re 5 =
Vendor |ShortName |,y ‘ PO Qty|ltem Descr D Lin| Y2 ‘Quantlty‘Open Amount‘
F{0000000 GODZILLA-O EA 5.00 TEST PO 00000001 EA 50 2600.00
Sourcing Update/Display
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BERKELEY LAB

The Staging Panel will be displayed.

Manage Purchase Orders - Use - Requisition Selection
Fie Edt Yiew Go Favertes Use Process Inquie Repot Help

als(eix] » (58] sle| mis] =[5 el el

Unit: LBNL Vendor ID: 0000000025 GODZILLA-DOT
PO Date: 04/29/2002 arigin: ONL j Purchase Order:
Buyer: IJJ BETTEN j Bill Addrs:
-Line / Schedule =1
. g MemiD: | K Due Date:  [04/30/2002 |
Distribute by Quantity v| UOM: Each Freight Trm: DEST,VENP DEST_VENPD
Price: 500.00000 | Quantity: 5.0000 Ship Via: FEDEX j FEDEX
Currency: US Dollar Amount: 2500.00 Ship To 069-0150 j LBNL RECY
. |GL - =
Lin| PO Qty Amount| Pct|Locatio Unit Accou |Fund (DeptlD MAR |B +R Bdgt Pd |Affilia | Pr¢
1 2500.. 100. 937 LBNL 614010 Pr¢
g | =0 1= =
[ [Staging |Update/Display 4

To attach this requisition to the purchase order, click on the “User Assign ID” check box.

In the Purchase Order field below “User Assign ID”, click on the drop-down box and select the destination
purchase order.

Click Save B/

Once the panel is saved, the selected requisition will be sent to a purchasing table where it will be picked up
during the purchase order build process. During the POBuild process, the requisition will be attached to the
purchase order selected.
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